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IHosicHuTEeNLHAA 3aNIUCKA

AnanTupoBaHHas ~ JIONOJHUTEIbHAs  MOpodeccuoHaidbHas  MporpaMma
MOBBIIICHUS KBaIM(DUKAMK JIsT CAyIIaTeJeld ¢ HapylIeHUEM OpraHoOB 3pEHUs
(cmaboBuasmmx) «JlokymeHTOBeZeHME U apXHBOBEACHHE)» pa3paboTaHa B
COOTBETCTBUH C:

- penepanbHbiM 3akOHOM OT 29.12.2012 1. Ne 273-®3 «O06 ob6pa3zoBaHuu B
Poccniickon @enepanumy;

- (enepanpapiM 3akoHOM OT 24.11.1995 1. Nel81-@3 «O corumanbHOM
3ammre MHBAIMIOB B Poccuiickon denepannn»;

- IprKa3oM MuHucTepcTBa 00pazoBanus U Hayku Poccuiickoit denepanuu
or 01.07.2013 r. Ne 499 «O6 yrBepxaenun Ilopsaka opraHuzauvu Hu
OCYIIECTBICHUSI ~ 00Opa30BaTCIIBHONW  JEATEILHOCTH 110  JIOTIOJHHUTEIBHBIM
podecCUOHANIBHBIM MPOrpaMMam»;

- pohecCUOHANTBHBIM CTaHAPTOM «CHEIUAINCT 10 OPTraHU3allMIOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIEYEHUIO YIIPaBIECHUs OpraHU3aluei», YTBEPKICHHBIN
NprKa3zoM MHUHHUCTEPCTBA TPy/la U COLMAIbHOM 3ammThl Poccuiickon denepanuu
oT 15.06.2020 roma Ne 333n;

- (penepanabHBIM rOCYJaPCTBEHHBIM 00pa30BaTEIbHBIM CTAHIAPTOM BBICIIETO
oOpazoBaHus — OakajnaBpuaTa TI0 HampaBlieHuto mnoarotoBku 46.03.02
«/lokymeHTOBEZIcCHUE W apXUBOBEJCHWE»,  YTBEPKICHHBIA  MPUKA30M
MunuctepctBa Hayku U oOpazoBanusi Poccuiickoit ®enepaunu ot 29.10.2020 .
Ne 1343.

IIporpaMmma cocTOuT U3 ABYX MOYJI€ii:

1. lokymeHTanmonHoe obecrieueHue AesiTeIbHOCTH OpTraHU3alluH.

2. Opranu3anus paboThI apXUBa.

ConepxaHue HACTOSIIEH MPOTPAaMMBbl  YUYUTHIBACT KBaTU(DUKAIMOHHBIC
TpeObOBaHMs K MPOQPECCHOHAIBHBIM 3HAHUSM W HaBbIKaM, HEOOXOIUMBIM IS
WCIIOJTHEHHUS JTIOJHDKHOCTHBIX 0053aHHOCTEH paOOTHUKOB.

[Iporpamma HampaBiieHa Ha 00y4YeHUE CIylIaTesiel ¢ HapylIeHHEM OpPraHoOB
3peHus (CIabOBUIAIINX) TOCPEJACTBOM TUCTAHIIMOHHBIX TEXHOJIOTHM, KOTOpPHIC
MpPEeIyCMaTpUBAIOT pa3IMyHbie METOAbl U (OpMBI OpraHuzanuu OOy4YeHUs
(uH(pOpMAIIMOHHBIE, TPOOJIEMHBIC JIEKIUU, MPAKTUUYECKUE 3aHATHSA, a TaKKe
TECTOBBIC 3a/IaHUsI) M TIPEATIoNaracT CHIKEHUE HArpy3KH Ha CIIYIIATENs 3a CUeT
YMEHBIIICHUSI KOJUYECTBA BPEMEHHU, OTBEJACHHOTO HAa HM3yYCHHWE Marepuaja, J10
JIBYX 4acOB B JICHb, C BO3MOXKHOCTBIO HCIIOIb30BaHUS TIEPEPHIBOB.

[IpeumyiiecTBaMu MPOTPAMMBI  SIBJISIFOTCSL €€ HACBIIIEHHOCTh, BBICOKAS
WH()OPMATUBHOCTh TIPH KOMITAKTHOCTH W JIAKOHUYHOCTH COJCPKaHHUS Y4EOHBIX
paszesoB, a TaAKKe MPAKTHKO-OPUECHTUPOBAHHOCTb.



Paszgea 1. Xapakrepucruka nporpaMMmsl

1.1. XapakTepucTHKA HOBOH KBaJIM(PUKAIMU

O06o00meHHbIE TpynoBble pyHKIMH, peau3yeMble Kox YpoBeHb
TPYAOBbIE (PYHKIIHH nocJjie 00y4eHust KBAJIH(UKAIUT
Kon B. Opranu3zanys paboThl C TOKYMEHTaMHU. B/01.5
JlokyMeHTaIllMoOHHOE Opranu3zanys TEKyIero XxpaHeHus B/025
oOecnieueHue JJOKYMEHTOB. ) 5
JESITeIbHOCTH Opranu3zanusa o0paboTKu Aen A B/03.5
OpraHH3aIu. MIOCJICAYIOLIEr0 XpaHEHUSI.

1.2. llens peaau3zanuu o0pa3oBaTeIbLHOI MPOrpaMMbl

dopMupoBaHue y ciymarenas MNpoPEeCCHOHAIBHBIX KOMIIETCHIIMN U
MOBBIIIEHUA NPO(ECCHOHAIBHOTO YPOBHS, HEOOXOIMMBIX ISl pealu3aluu
obecrnieunBaOMMX (YHKIUN yOpaBiICHUS OpraHu3aluel; BHEAPEHUE Jy4IlnuX
TEXHUUYECKUX pa3pabOTOK M HOBEWIIHUX TEXHOJIOTMI B OOeCleUeHHUE YMpPaBJICHUS
OpraHu3aleH.

Cnymarenu, IPOLIEIINE JOTIOJTHUTENIBHYIO PO(PECCUOHAIBHYIO
nporpaMMy TOBBIIICHUS KBadudukauuu 10 TeMe: «J[oKyMeHToBejaeHue u
apXUBOBEIECHUEY, TOJKHBI:

3HATb:
31: HOpMaTI/IBHLIC IMPaBOBLIC AKTHI U HOPMATUBHO-METOJUYICCKHUEC JOKYMCHTBI, OIIPCACIAOIINC
MOPAAO0K JOKYMCHTAIMOHHOI'O oOecreueHus YIIpaBJICHUA.

yMeThb:
V1: [IpumeHsATh cCOBpeMEHHbIE HH(DOPMAIIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH JUIsl paOOThI
C IOKYMEHTaMH, B TOM YHUCJIE Ui €€ ONTUMU3ALUY U TOBBIIIEHUS 3P (PEKTUBHOCTH.
V2: Ilonp30BaThbcs NEPEUHSAMHU JTOKYMEHTOB U aHAJIU3UPOBATh (PAaKTUUECKOE COJIEpKaHHE
MMEIOLINXCSA B JieJie JOKYMEHTOB IIPH ONPEAEICHUH CPOKOB X XPaHEHMUS.
V3: Opranu3oBbIBaTh padoOTy M0 y4eTy, XpPaHEHUIO U Nepeiaue B COOTBETCTBYIOLIEe
CTPYKTYpPHOE 0/ipa3/ielIeHHe JOKYMEHTOB TEKYIIETo J1eJI0NPOU3BO/ICTBA.

1.3. TpeOGoBaHNs K YPOBHIO OJAT0OTOBKH MOCTYNAIOIEr0 HA 00yUeHue,
HEeo0X0AUMOMY /IJISl OCBOEHHUSI MPOTrPAMMBbI

K ocBoeHuto mporpaMMmbl JOMYCKAIOTCA JUIA, HMMEIOIIME CpEaHEe
npodeccuoHalibHOEe  o0Opa3oBaHuMe WM  BbIciiee oOpazoBanue. Hannuwne
YKa3aHHOTO o0Opa3oBaHHs JTOJKHO MTOATBEPKIATHCS JIOKyMEHTOM
roCyIapCTBEHHOTO o0Opasiia.

JlononHuTENbHBIE XapaKTEPUCTUKHU

Kiaccudukarop Kon HanmenoBanme
OK3 4120 Cexkpetapu (0011ero mpoQuis).
EKC - JlenonpounsBoauTes.

OKIIATP 21299 Jlenonpon3BoauTENb.




JlokyMeHTaIMoHHOE oOecrieueHne yupaBlieHus U
apXMBOBECHUE.

OKCO 7.46.02.01

Conocrapnenue equnaui ®I'OC BO u npodeccrnonaabHbIX CTaHAAPTOB

B coorBerctBuM ¢ mnyHKTOM 3.4. (enepasbHOro rocyJapCTBEHHOTO
0o0pa30BaTeNpHOrO CTAaHJAApTa BbICHIEr0 oOOpa3oBaHMs — OakajaBpuara I10
HarpasieHuo noAroToBkd 46.03.02 «/lokymeHTOBeAEHHUE M apXHWBOBEICHUEY,
YTBEPKJICHHBIM NpHKa3oM MuHHCTEpCTBa Hayku U oOpasoBaHusi Poccuiickoit
@Oeneparmu ot 29.10.2020 1. Ne 1343: «IIpodeccuoHanbHble KOMIIETEHIIUU
onpenaenstorcs OpraHuzaiueil caMOCTOSTEIbHO Ha OCHOBE MPO(ECCHOHATBHBIX
CTaHJIapPTOB, COOTBETCTBYIOIIUX MPOPECCHOHATBHON ACSITENbHOCTH BBIITYCKHHKOB
(IpY HATTUYHH )».

Takum o00pa3oM, B MpEACTABIEHHOW mporpamMMme CcHOPMHUPOBAHBI
npo(ecCHOHANIbHBIE KOMIIETEHIIMHM B COOTBETCTBHUM C MPO(PECCHOHATBHBIM
cragaaproM «CrnenMalucT MO OpPraHUu3alMOHHOMY M JOKYMEHTalMOHHOMY
O00ECIIEUYEHNI0  YyNpaBi€HWs  OpraHu3anueil»,  YTBEP)KIEHHBIM  IpPUKa30M
MunucrepcTBa Tpyda U couuaiibHOM 3amuThl Poccuiickonn ®enepamuu  OT
15.06.2020 roma Ne 333H.

ITpodeccrnonanbHbIN cTaHIAPT
O60061eHHas 3HaHus YMmenus
Tpynosbie pyHKINU
TpyAoBast pyHKIUS
31: HopmaTuBHbIE V1: IlpumeHnars
MIPAaBOBBIC AKTHI U COBpPEMEHHBIC
HOPMAaTUBHO- UH(POPMALIMOHHO-
METOAMYECKHE KOMMYHHKAIIHOHHBIE
Opranuzanus yH
paboTHI ¢ JIOKYMEHTHI, TEXHOJIOTHH ISl paOOTHI
OTIpEIEISFOIINE C IOKyMEHTaMH, B TOM
JIOKYMEHTaMH. P M ’
HOPSIIOK qucie i ee
JOKYMEHTAIMOHHOTO | ONTUMH3AINU U
o0ecrieueHus TIOBBIIIICHHS
YIPaBJICHUS. 3¢ eKTUBHOCTH.
31: HopmaTuBHbIE
JlokyMeHTaIIOHHOE TTPaBOBLIC AKTEL, V30
0BeCIIEICHIIE HOPMAaTHUBHO- 6 praHU30BBIBATH
eSITENHOCTH METOAMYECKHE paboty o yuery,
OKYMEHTHI XpaHEHHIO U TIiepe/iade B
OpraHu3arm Oprannszarus JIOKYMCHTBL, p Pl
rOCyJIapCTBEHHBIC COOTBETCTBYIOIIEE
TEKYILETr0 XpaHEHHs
CTaHAaPTHI, CTPYKTYpPHOE
JIOKYMEHTOB.
oTpeieNsIoIue noJpas/iesieHue
TIOPSIIOK JOKYMEHTOB TEKYIIIErO
JIOKYMEHTAITMOHHOTO | JEJIONPOU3BO/ICTBA.
o0ecrieueHHs
yIIpaBJICHUSI.
31: HopmaTuBHbIE V2: Ilonp3oBarbCs
Opranuzanus
MIPABOBBIE AKTHI, HEepeYHsIMH JIOKyMEHTOB
00paboTku aen ans
HOPMAaTHUBHO- Y aHAJM3UPOBAThH
MOCIIEAYIOIIETO
METOIMYECKHUE dakTHaeckoe
XpaHeHUsl.
JTIOKYMEHTHI, coJiepKaHue




rOCyJapCTBCHHBIC UMEIOIIHXCS B JIENIE
CTaHIAPTHI, JOKYMCHTOB TIPH
OTIpEICIISFOIINE OTIPEICIICHUU CPOKOB UX
HOPALOK XpaHEHHUs.
JOKYMEHTAI[HOHHOTO

obecrieueHns

yIIpaBJICHHUS.

1.4. ®opma o0yueHust
3aoyHas hopma (MOTHOCTHIO TUCTAHIIMOHHASA).

1.5. Pesxkum 3ansiTHii
1. 3aounas popma (MOTHOCTHIO AUCTAHITIOHHAS ):
- 2 yaca B JIcHb (CeMBbJECST JBa THA B CUCTEME JUCTAHIIMOHHOTO OOYUYEHHS ).

1.6. TpynoeMKOCTH 00y4YeHuUst
TpynoemkocTs o0yueHust — 144 4., BKItOYasi CaMOCTOSITENIbHYIO paboTy H

HUTOI'OBYIO aTTCCTALlHIO.

1.7. Ilnanupyembie pe3yabTaTbl 00y4eHUs

[Tnanupyembie 000011IEHHbBIE PE3YIbTATHI

Kon

KoMnerennus
KOMIIeTeHIIUH

Koxn
TPYAOBBIX
byHxkumi

TpynoBbie neiicTBust

Brnanenue HaBbIKaMu
00paboTku
JIOKYMEHTOB Ha BCEX
JTamax
JOKYMEHTO0000pOTa,
CUCTEMAaTHU3all1H,
COCTaBIICHUS
HOMEHKJIATYPHI JIeTl.

[1K-26

B/01.5

[Tpuem u nepBuyHast 00paboTka
BXOJISIIIUX JJOKYMEHTOB.

IIpeaBapuTebHOE PaCCMOTPEHHE U
COpPTUPOBKA JOKYMEHTOB Ha
perucTpupyemble 1 He
pEerucTpupyemsble.

ITonroroBka BXoAAIUX JOKYMEHTOB
JUISL PACCMOTPEHHUSI PYKOBOJUTEIIEM.

PCFI/ICTpaHI/ISI BXOOAIIMX TOKYMCHTOB.

OpFaHI/ISaI_[I/IH JAOCTaBKU NOKYMCHTOB
HCITIOJTHUTCIISAM.

Benenue 0a3bl JaHHBIX TOKYMCHTOB
OpraHHu3alu.

Benenune nndopmarioHHO-CIIpaBOYHOM
paboTHI.

O0paboTka 1 OTIpaBKa UCXOISAIINX
JIOKyMEHTOB.

Opranuzanus paboThl IO PErHCTPALINHY,
YUYE€Ty, XpaHEHUIO U IIepeaue B
COOTBETCTBYIOIINE CTPYKTYpPHBIE
HOJPa3/IeJIeHUs JOKyMEHTOB TEKYIIETO
JIEJIONPOU3BOJICTBA.

KoHTposb ucnoaHeHus: JOKyMEHTOB B
OpraHu3aIiu.

CnocoOHOCTH BECTH
HAay4HO-

[1K-13

B/02.5

Pa3paboTka HOMEHKIATYPHI €T
OpraHu3aIu.




METOAMYECKYIO paboTy
B TOCYIapCTBEHHBIX,
MYHHIUTATBHBIX
ApXMUBax U apxXuBax
OpraHu3aLuim.

[TpoBepka mpaBUILHOCTH OOPMIICHHUS
JIOKyMEHTOB M OTMETKHU 00 UX
UCIIOJIHEHUH TIepe]] UX
(GhopMUPOBAHHUEM B JEIIO NS
MOCJICAYIOIETr0 XpaHEHUSI.

dopMyIMpoBaHUE 3aT0JIOBKOB JIe] U
ONpeIeTICHUE CPOKOB X XPAHCHHUS.

dopmupoBaHUe JIe]l.

KoHTposb npaBuIIBHOTO U
CBOEBPEMEHHOT'0O PaCIpEEICHUs U
IIOAIIMBKY JOKYMEHTOB B JIEJIA.

I1K-26

Bnanenue HaBbikamMu
00paboTku
JIOKYMEHTOB Ha BCEX
JTamax
JOKYMEHTO000pOTa,
CUCTEMAaTHU3AlINH,
COCTaBIICHHUSI
HOMEHKJIATYPHI JIe]l.

B/03.5

[TpoBepka CpOKOB XpaHEHUs
JIOKYMEHTOB, COCTaBJIEHHE ITPOTOKOJIA
paboThI HKCIIEPTHON KOMHUCCHH T10
MOATOTOBKE JOKYMEHTOB K XPaHECHHUIO,
aKTa O BBIICTICHUH K YHUUTOKCHHIO
JIOKYMEHTOB, HE MOJIJICKAIIUX
XpaHEHHUIO.

CocraBiieHre BHYTPEHHEHN ONUCH 11
JUIs1 0CO00 IIEHHBIX JOKYMEHTOB.

OdopMmieHue e MOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHHSI.

OdopmieHre 00JI0KKH JIeT
MOCTOSTHHOTO, JI0JITOBPEMEHHOTO
CPOKOB XPaHCHHUSI.

CocraBiicHHE OIIUCH €I ITIOCTOAHHOTIO,
JOJIT'OBPEMCHHOI'O CPOKOB XPAaHCHU.

Ilepenaya nen B apXxuB OpraHu3aluu.




Pasnen 2. Conepaxxanue nporpaMmbl

2.1. Y4eOHBIil IUIAH IPOrpaMMbl
(3aounast popma (IMOJTHOCTHIO TUCTAHIIHOHHAS))

Karteropusi ciaymareseii: nuila, uMeroume cpeanee npodeccruoHaabHOe
WM BBICIIIEE 00pa30BaHMUE.

Cpox o0yuenus: 144 yaca.

dopma odydenusi: 3a09Has Gopma (TMOJHOCTHIO TUCTAHITMOHHAS ).

Hrorosas arrecranms ciaymarenaei: rectupopanue B CZO.

HNToroBblii JOKYMEHT: YJOCTOBEPEHHUE O TMOBBIIICHUN KBaTU(PUKAILINH
YCTaHOBJICHHOTO 00pas3Ia.

Pesxkum 3aHsATHIL:

1. 3aounas opma (IMOTHOCTHIO TUCTAHIIMOHHASA):

- 2 yaca B JIeHb (CEMBJECSAT JIBA JTHS B CUCTEME JIUCTAHITMOHHOTO O0YUYEHHUS).

Ne } Beero B ToM yunciie, ayINTOPHBIX Dopma
HaumenoBanue mojay.ieit CamocrosiTesibHAs
n/n yacos | JIeknuu KOHTPOJIS
pabora
1 JlokyMeHTaIlMoHHOE o0ecreueHne 54 18 36 i
JESTEIILHOCTH OpraHN3aIluu
2. |Opranuzamnus paboThl apXHBa 88 32 56 -
BCETI'O 142 50 92 -
TecrupoBanue

HroroBas arrecranus 2 2 B CJIO
UTOIrO 144 50 94 -




2.2. Y4yeOHO-TeMAaTHYECKHUH NJIAH NIPOrPaMMbI
(3a0uHas popma (MOJHOCTHIO IMCTAHIMOHHASA))

JIeKTPOHHOE
o0yueHue é
N3 Hux S
=] E § ~_~
Ne . S 2 = ®opma
HaumeHoBaHue MmoayJiei = = = o =28
n/m S = g £| &=Z| KoOHTpoIsA
=] = = 2
5| £| 2%| &
2 = @ = H
§ ©
“ O
@)
OKYMEHTAIHOHHOE 00ecevyeHne
1, | AoKymenTal 54 | 18 | 36 | 54 :
AeATeTbHOCTH OPraHu3auuu
CoBpeMeHHass HOPMaTHBHO-METOINYECKAsT
1.1. | 6a3a gemonpPON3BOACTBA U APXHUBHOTO 8 2 6 8 -
aena.
Homenkiatypa fien: coctaBieHue, BUIBL.
1.2. | ®opmupoBanue, opopMiIeHHE U TEKYyILEe 10 4 6 10 -
XpaHeHHe Aedl.
1.3. | DkcnepTr3a IEHHOCTH IOKYMEHTOB. 16 4 12 16 -
Hayuno-texnuueckas 06paboTka
1.4. | HTOKyMEHTOB Ha CTAJHH 8 4 4 8 -
JEJIONPOU3BOICTBA.
15 JIoKyMEeHTOOOOPOT OpraHU3aluU U €To 12 4 8 12 i
| orrtuMuzanys.
2. | Opranmu3auus padoTsbl apxXuBa 88 32 56 88 -
JIOKyMEHTaJIbHbIE U ApXUBHBIE (DOH/IBI.
2.1. | Knaccugukanus T0KyMeHTOB. 8 4 4 8 -
Opranu3anus JOKyMEHTOB B apXHBeE.
29 DKcnepTu3a EHHOCTH JIOKYMEHTOB U 16 4 12 16 i
KOMIIJIEKTOBAHHE apXUBa.
ObecnieueHre COXpaHHOCTH IOKYMEHTOB
2.3. | apxuBa. CoBpeMeHHbIE TEXHOJIOTUU 16 4 12 16 -
o0ecreyeHns: COXpaHHOCTH JOKYMEHTOB.
2.4. | Yder TOKyMEHTOB B apXHBe. 16 4 12 16 -
HayuHo-cripaBouHBIl anmapar apXuBOB.
2.5, | L ayHocrp pat ap 16 | 8 8 | 16 -
Buipl apXMBHBIX CIIPAaBOYHHKOB.
Hanpasnenus 1 popMbl HCHIOTIB30BAHUS
apXWBHBIX JOKYMEHTOB.
26. | P FOKYM 16 | 8 8 | 16 -
HNudopmannonnoe obecneueHue
JeSITeIbHOCTH apXHBa.
BCEI'O 142 | 50 92 142 -
TecrupoBanue
HroroBasi arrecTanus 2 - 2 2 THpoBan
B CJ10
UTOT'O 144 | 50 94 144

10



2.3. KanengapHblii y4eOHbIl rpaguk
(3a04yHas popma (MOJHOCTHIO TUCTAHIMOHHAA))

DJIeKTPOHHOE
o0y4eHue A
M3 nux 2
P £
HaumeHnoBanue g = S~
Ne Jlara S £ =8
w/n npoBeaenust Y4eOHBIX paszule.non/ < = 5 s 2 dopma KOHTPOJIS
Moayei p = =5 =
5 g ce | &
2 | 5| g=| &
S e
= C
@
1. 1-it nenn Tema 1.1. 2 2 - 2 -
2. 2-ii IeHb Tema 1.1. 2 - 2 2 -
3. 3-# neHn Tema 1.1. 2 - 2 2 -
4, 4-i1 neHn Tema 1.1. 2 - 2 2 -
5. 5-# nenn Tema 1.2. 2 2 - 2 -
6. 6-i1 1eup Tema 1.2. 2 2 - 2 -
7. 7-ii 1eHb Tema 1.2. 2 - 2 2 -
8. 8-ii neHn Tema 1.2. 2 - 2 2 -
9. 9-i1 neHn Tema 1.2. 2 - 2 2 -
10. 10-ii nenn Tema 1.3. 2 - 2 2 -
11. 11-i1 nenusn Tema 1.3. 2 - 2 2 -
12. 12-ii nenn Tema 1.3. 2 - 2 2 -
13. 13-ii nenn Tema 1.3. 2 - 2 2 -
14, 14-i1 neun Tema 1.3. 2 - 2 2 -
15. 15-ii nenn Tema 1.3. 2 - 2 2 -
16. 16-i1 nenn Tema 1.3. 2 2 - 2 -
17. 17-i1 neus Tema 1.3. 2 2 - 2 -
18. 18-ii newn Tema 1.4. 2 2 - 2 -
19. 19-i1 nensn Tema 1.4. 2 2 - 2 -
20. 20-i1 neub Tema 1.4. 2 - 2 2 -
21. 21-i1 neup Tema 1.4. 2 - 2 2 -
22. 22-1 neHb Tema 1.5. 2 2 - 2 -
23. 23-i1 neup Tema 1.5. 2 2 - 2 -
24. 24-11 neHb Tema 1.5. 2 - 2 2 -
25. 25-i1 neup Tema 1.5. 2 - 2 2 -
26. 26-i1 neHp Tema 1.5. 2 - 2 2 -
27. 27-1 neHb Tema 1.5. 2 - 2 2 -
28. 28-i1 nenp Tema 2.1. 2 2 - 2 -
29. 29-i1 neup Tema 2.1. 2 2 - 2 -
30. 30-ii neHn Tema 2.1. 2 - 2 2 -
31. 31-i1 nenp Tema 2.1. 2 - 2 2 -
32. 32-i1 neHp Tema 2.2. 2 2 - 2 -
33. 33-i1 neHb Tema 2.2. 2 2 - 2 -
34. 34-i1 neup Tema 2.2. 2 - 2 2 -
35. 35-i1 nenp Tema 2.2. 2 - 2 2 -
36. 36-i1 geHp Tema 2.2. 2 - 2 2 -
37. 37-i1 neHp Tema 2.2. 2 - 2 2 -
38. 38-ii neHn Tema 2.2. 2 - 2 2 -
39. 39-i1 neup Tema 2.2. 2 - 2 2 -
40. 40-ii neHn Tema 2.3. 2 2 - 2 -
41. 41-i neup Tema 2.3. 2 2 - 2 -
42, 42-i1 nenn Tema 2.3. 2 - 2 2 -
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43, 43-ii neHn Tema 2.3. 2 - 2 2 -
44, 44-#1 nenn Tema 2.3. 2 - 2 2 -
45, 45-1i neHp Tema 2.3. 2 - 2 2 -
46. 46-ii neun Tema 2.3. 2 - 2 2 -
47. 47-i1 neHs Tema 2.3. 2 - 2 2 -
48. 48-i1 neup Tema 2.4. 2 2 - 2 -
49, 49-i1 newn Tema 2.4. 2 2 - 2 -
50. 50-i1 neun Tema 2.4. 2 - 2 2 -
51. 51-i1 nenn Tema 2.4. 2 - 2 2 -
52. 52-ii neHp Tema 2.4. 2 - 2 2 -
53. 53-i1 nenp Tema 2.4. 2 - 2 2 -
54. 54-ii nenp Tema 2.4. 2 - 2 2 -
55. 55-i1 neun Tema 2.4. 2 - 2 2 -
56. 56-ii 1eHp Tema 2.5. 2 2 - 2 -
57. 57-i1 nenp Tema 2.5. 2 2 - 2 -
58. 58-it menn Tema 2.5. 2 2 - 2 -
59. 59-i1 nenp Tema 2.5. 2 2 - 2 -
60. 60-it 1eHn Tema 2.5. 2 - 2 2 -
61. 61-i1 neup Tema 2.5. 2 - 2 2 -
62. 62-i1 neHb Tema 2.5. 2 - 2 2 -
63. 63-if 1eHb Tema 2.5. 2 - 2 2 -
64. 64-i1 neup Tema 2.6. 2 - 2 2 -
65. 65-i1 1eHb Tema 2.6. 2 - 2 2 -
66. 66-i1 1eHb Tema 2.6. 2 - 2 2 -
67. 67-i1 neHb Tema 2.6. 2 - 2 2 -
68. 68-i1 neHp Tema 2.6. 2 2 - 2 -
69. 69-i1 neup Tema 2.6. 2 2 - 2 -
70. 70-i1 neup Tema 2.6. 2 2 - 2 -
71. 71-%1 neHb Tema 2.6. 2 2 - 2 -
TecTtupoBanue B
72. HTorosasi arrecTauusi 2 - 2 2 CII0
73. HToro yacos 144 50 94 144 -
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Pa3nea 3. YcaoBus peaausanuu NnporpaMMal
3.1. Opranu3anMoHHO-NEeJArOrHYecKHe YCJIOBHS peaTu3alui MPorpaMmMbl

Oco0EeHHOCTAMHU aJIallTUPOBAHHOM MPOTPaMMBbl TOBBIIICHUS KBATU(PUKAILINH
JUISL  cAylmiaTeled ¢ HapylmieHMeM  OpraHoB  3peHus  (ci1aboBUIALINX )
«JlokymeHTOBEIeHE U apXWUBOBEICHHME»  SIBJISETCS  HANpPaBICHHOCTb Ha
KOMITETCHTHOCTHBIM TIOJIXOJI, KOTOPBIM TIO3BOJISET pa3BUBaTh HEOOXOIUMBIC
KOMITETCHTHOCTH  CIICIIMAJIUCTOB 1T perieHus MpoPeCCHOHANBHBIX — 3a/1a4
MIPAKTUYECKON JESITEIbHOCTH. YUeOHBIM Marepuana TaHHOTO Kypca pa3OuT Ha
OTJIEJIbHBIE, OTHOCUTEJIBHO 3aBEPILICHHBIE CONEPKATEIbHBIE SJIEMEHTHI — MOJIYJIH.
Kaxmp1ii Moysib, B CBOIO OYepe/b, CO3/AET MOTHYI0 KapTUHY 00 OINpeaesieHHON
MPEAMETHON 00JIaCTU ACSTENBHOCTH.

K nocromHcTBaM MOJTyJIBHOTO TOCTPOEHUS MMPOTPAMMBbI KYPCOB TTOBBIIICHHUS
KBAIM(PUKALUA CJIEYyeT OTHECTH TO, YTO MOJYJb paccMaTpuUBaeTCs Kak
IEJIOCTHBIN 3JIEMEHT COJIepKaHusl 00ydeHHUsI IO KOHKPETHOU mporpamme. Mcxomas
U3 JTOTO, MPOUCXOAMUT peau3alus MPOJYKTUBHOCTH OOYYECHUS, YCHIMBACTCS
BapUaTHBHASI COCTAaBIIAIONIAs, KOTOpas B CBOIO O4YEpe]b CIOCOOCTBYET OoJiee
MOJIHOMY  yJIOBJIETBOPEHHIO 3alpOCOB W  MOTpeOHOCTEH  ciymiarened ¢
HapyIIEHUEM OPraHoB 3peHHus (CIa0OBUAAIINX), 0000IIAIOTCA 3HAHUS, a TAKKe
(bOpMHPYIOTCS YMEHUS U HABBIKH Y CITyIIATEIICH.

®dopma oOyueHus: 3a04uHasi popma (IOJTHOCTHIO JUCTAHIIMOHHAS ).

Pexum 3ansTHiA:

1. 3aounas ¢opma (MOTHOCTHIO IUCTAHIIMOHHASA):

- 2 yaca B JIcHb (CEMbJIECAT JBa JIHS B CUCTEME JTUCTAHIIMOHHOTO O0YUYCHMS).

OOyueHnue chymarened MO  JaHHOM  MOporpaMmMe  OCHOBaHO  Ha
CaMOCTOATENLHOM paboTe B CHCTEME JHMCTAHIIMOHHOTO oO0ydyeHus. B xoxe
OCBOCHHMSI JAHHOW MPOrpaMMbl HMCIOJB3YIOTCS 00pa3oBaTeNbHbIE TEXHOJOTHUH,
KOTOpbIE TPEIyCMAaTPUBAIOT pPAa3jMYHbIE METOAbl W (OPMBI  OpraHHU3aIUU
oOyuenus (MHPOpMAITMOHHBIC, MPOOJIEMHBIC JICKIIUU, MPAKTHUYCCKUE 3aHSATHS, a
TaKXe TECTOBBIC 3aJIaHUS ).

Bormpochkl jeknuii HOCAT TEOPETUUECKH U MpOoOJIEMHO-OPUEHTUPOBAHHBIM
XapakTep, KOTOPBIM  Tpeanojaraer pasHooOpa3ue TOYEK 3pEeHHs  Ha
aHanu3upyeMyro npooOiaemy. Bo BpeMsi Takux JEKIHMM OOBICHIETCA COAep KaHue
paccMaTpuBaeMoOro MOJIYJs, a Takke MPOUCXOAUT pa3dop U 0O0CyKIeHue
BONIPOCOB Moayis. [IpakThyeckne 3aHATHS W TECTOBBIC 3a/JaHMS HAIPaBJICHBI Ha
pa3BUTHE  TBOPYECKOTO  MBIIUJIEHUS  CAOymiareded u  (HopMUpOBaHHE
po(eCCHOHANIBHBIX YMEHU U HABBIKOB.

JIJIst peanu3aiuy alanTHPOBAaHHOW MTPOTPaMMBbI TTOBBIIIICHUS KBATH(PUKAITUN
JUTSL CIIyIIaTeNield ¢ HapyIIeHHeM OPraHoB 3peHUs (CIaO0OBHIASAIINX) HCIOIB3YETCS
crcremMa JMCTAHIIMOHHOTO 00y4eHHUS (https://sdo.dposoc.ru/),
MpeaycMaTpUBAIOIIasi MEHIO CIEIUaIbHBIX BO3MOXKHOCTEW: M3MEHEHHE pa3Mepa
TEKCTa, BHIOOP OCOOBIX IIBETOBBIX CXeM O(OpMIIeHHS sl caiiTa, COXpaHEHHE
MOJIb30BATEILCKUX ~ HACTPOEK HAa  JIOKAJTBHOM  KOMITBIOTEpPE H  3aIlyCK
yHUBepcanbHOW manHenu ATbar mns crnenumanbabix ¢Gynkiuit. ATbar — 3t0
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CpeaACTBO CIICHHUAJIBbHBIX BOBMO)KHOCTeﬁ, KOTOPOC IO3BOJLICT MAHUITYJIUPOBATH
BHCIIHHUM BUJIOM caura.

3.2. YueOHOo-MeTOANYeCKOe NH(POPMALMOHHOE o0ecredeHne MporpaMmmbl

Y4eOHO-MeTOIUYECKHEe MaTepHualbl OyAyT MPEIOCTaBICHBI B 3JEKTPOHHOM
BHUJI€ B JINYHOM KaOWHETE KaXKJOrO CIyIIaTess, JOCTYN K KOTOPOMY OTKpPBIT B
CUCTEME JMCTAHIIMOHHOI'O O0YYEHUS.

Marepuanbl, HEOOXOAUMBIE [JII OCBOCHHS MPOrpaMMbl, TPEIACTaBICHBI
y4eOHBIMU  TOCOOUSAMH, pa3pabOTaHHBIMU  TPENOAABATEISIMU  IPOrPAMMBI,
KOHCIIEKTaMH JICKUUWA; KPaTKUMU TEOPETHUYECKUMU U YYEOHO-METOJUYECKUMU
MaTepuajiamMi, HOPMAaTUBHO-TIPAaBOBOM 0a3oi, a TakKe pEeruoHAIbHBIMU
METOJUYECKUMU PEKOMEHTAIUSMH.

B xoxe ocBoenus IIporpammsbl ciymarensiM CIEAyeT PYKOBOICTBOBAThCS
CJICAYIOIIMMU OTPACICBBIMU U HOPMATUBHO-TIPABOBBIMU JOKYMEHTAMM:

OcHOBHBbIE€ HCTOYHHUKH:

1. [TonoB, A.B. ApxuBoBeneHue. 3apyOexHas poOCCHUKA. YUYEOHUK ISt
OaxanaBpuata u Maructpatypsl / A.B. [Tomos. — M.: FOpaiir, 2018. — 585 c.

2. bacakoB, M.U. JlokyMeHTanmuoHHOE OOecCIeYeHUue yrpaBieHus (c
ocHoBamu apxuBoBeneHus). s CI1O u HI1O. Yyebnoe nocodue / M.U. bacakos.
— M.: KnaoPyc, 2018. — 596 c.

3. bacakoB, M.M. JlokymeHTallMOHHOE OOecIeueHue yrpaBlIeHUs (C
OCHOBaMH apxuBoBejieHus1). YueOHoe nocooue / M.M. bacakoB. — M.: KuoPyc,
2016. - 216 c.

4. bacakoB, M.M. JlokymeHTalMOHHOE OOECIICUCHHEe ympaBieHUus (C
ocHoBamMu apxuBoBeneHus1) / M.U. bacakos. — M.: KnoPyc, 2016. — 910 c.

5. Packun, J.W. ApxuBoBeaeHue. YUeOHUK IS aKaJEeMUYECKOTO
0axanaspuata / JI.1. Packun. — M.: FOpaiit, 2016. — 971 c.

6. l'omuxos, A.I'. ApxuBoBenenue otedectBeHHou ucropun / A.I'. ['onukos.
— M.: Akanemus (Academia), 2017. —459 c.

3.3. MaTepuajibHO-TeXHUYECKHE YCIOBUS

Jist  oOydeHHs 10 JOMOJHUTEIBHONW MPOGeCCHOHANBHOW TPOrpaMMe
MOBBIIICHUS KBAIM(DHUKAIIMK IS CAyIIATeNeH C HapylICHHEM OpPraHOB 3pCHUS
(cmaboBumsyx) «JloKyMEHTOBEICHHE U ApXHUBOBEJICHNE» HEOOX0IUMO UMETh:

- IEPCOHAJIbHBIN KOMIIBIOTED;

- noctyn B IHTEpHET.
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